Building Your Job in Lab Link
I. Creating a New Job
From Lab Link’s Main Screen click the New Job button located to the left.  This will open the New Job Form where you will be prompted to give your job a name, choose the type of job, and add images to your job.  If you are building a sports job choose Job Type “Sports”, for just about everything else choose Job Type “School”.  

Now you can either browse to the images you want to import or use Lab Link’s folder directory window to find your images.  If you browse to your images, select the ones you want to import and click open.  They will be added to the box on the right.  If you use the folder directory, navigate to your images, select the ones to import, and drag them to the far right box.  Only the images in the far right box will be added to your job.  Once you have selected all images to import click the Done button at the bottom of the window.  A progress bar will pop up to show images being copied and thumbnails being made.  Lab Link works off of thumbnail files for increased performance.
II. The Build Job Screen
Select your job from the main screen and click the Build Job button.  If you have not yet set up your packages refer to the Creating a Package help file and complete that first.  When the Build Job screen opens you will see your images in the top box.  You will be able to set the sizing of your images from the drop down box located directly above your first image.  In the bottom part of the screen the selected image is displayed larger on the left side.  The info and control buttons for the selected image are the center of the screen, and the packages, add-ons, and notes are the right side.  As you click through your images you will see the bottom image change.  If you would like to see this image larger click the Larger Image button in the bottom center of the screen.  If you want to open a separate, larger preview window, click the Zoom button to the left of the Larger Image.  You can use the mouse scroll wheel to zoom in or out of this preview image or right click the image to fit it in the window.  This window can be repositioned to any size and to any location on the screen.  If you need to rotate the image use either the Rotate Left or Rotate Right button depending on your image’s orientation.  If all or multiple images need to be rotated, control-click or shift-click or click the Select All button just above your images.  Right-click on any of the selected images and choose Rotate Left or Rotate Right.  This right-click menu has many helpful features for modifying packages, add-ons, and data which we will touch on further as we learn to build a job.  
Other buttons from the lower middle part of the screen include Next and Previous, Reset, which will remove any data entered since last save (data is saved as you move from image to image), Delete, which will move the image to the deleted tab located at the top of the screen (you can always go to this tab to restore an image), and Crop.  This Crop button opens only this image in the Crop Form.  The Crop button at the top of the screen opens all images to be cropped (this can also be done from the main Lab Link screen).  More information on cropping can be found in the How to Crop in Lab Link help document.  The Data drop down box can be switched to Extra Data to allow for additional data that certain products use, or Addresses, for address input.  
The data fields are used by certain products that might have name, year, or team (for sports jobs) on them.  Just type any pertinent info in to the fields and the products that use this info will automatically look to these fields when displaying the product in the View Order Screen or MP Mode Screen or printing at the lab.  To add data to multiple images, select the images and right click on one of them.  From the Edit drop down menu select Edit selected images data.  Type the necessary data and click OK.  You can select colors that some products use by double clicking on the word Color1 or Color2.  This will open a color picker box for selection of colors.  If you want to sample the images colors, put a check beside the word Color1 and click on the lower left image.  This will open that color in the color picker box.  You can either select the color as is or tweak it a little and click OK.  Repeat these steps for Color2.  When the color displays over the word Color1 and Color2, the colors have been correctly selected.
III. Packages and Add-Ons
Click on your first image that needs to be ordered from.  In the lower right of the screen under Package Data select your Package Set.  If you have not created your packages please refer to the Creating a Package help file before proceeding.  Once you choose your package set select the package for your image and click Add.  The package set and package should display to the right along with the quantity.  To change quantity click Add again or double click on the displayed package and a quantity box will open.  If you need another package, select a different package and click Add.  To remove a package, select the displayed package and click the Remove button.  If you want to add a package to multiple images, select the images and right click on one of them.  From the Edit drop down menu choose Edit selected images packages and add-ons.  Select the package set and package and click Add.  Then click OK.  This package is now added to all selected images.
Lab Link also has a Quick Key mode.  This allows for packages to be keyed using only the keyboard.  With your first image selected make sure you have a Package Set chosen and then highlight a package.  Press the Enter key on the keyboard.  This will add the package to the image.  Press Enter again for additional quantities or press any letter or number that corresponds to another package and press Enter.  When you are ready to advance to the next image press the + key.  You can now press the letter or number for your package or just hit Enter if the package is the same as the previous image.  If you wish to return to a previous image just press the - key.  The key to Quick Key mode working is always having the Package Drop-Down Box highlighted.  
To order individual products that are not designated as a package use the Add-On Button.  You will need to set-up the Add-Ons just like your packages, except that you order from the individual products within the package instead of the package.  See the Creating a Package help file to set-up your Add-Ons.  Click the Add button under Add-On for the window to open.  Drag products from the left side of the window to the right to order them.  You should see this updated in the bottom right of the main screen as well.  Inside the Add-On window you can right-click on the product to change the properties if you want black and white or a vignette.  The window for Add-Ons is designed to always be open and does not need to be closed in order to move to the next image.
IV. Building a Job in the Groups Tab 
If you need to group sections of your order together such as sports teams, family sittings, school classes, or just because it was shot out of order, you should use Lab Link’s Groups Tab.  If the packages you are ordering contain groups or groupmates you will also need to group your images together this way.  The tab is found at the top left of the screen.  When clicked the screen switches to a new view with an empty window in the top left, an empty black window in the top right, your images are in the middle of the screen, and the bottom of the screen should look similar to the All Images screen except for the far right which is now Groups Data.  This is where you will type the data that is common among your grouped images.  
To create your first group, select images from the middle of the screen that belong together and drag them to the top left window.  You can drag and drop as many images to this window as necessary and if an image was put there incorrectly, it can be returned to the middle of the screen again by a simple drag and drop.  If the images have a group picture associated with them such as a sports team or class group, drag this image to the top right window.  This is the way of letting the program know that this group belongs with the individuals to the left of it.  Now in the bottom right of the screen you can enter the Group Data.  If it is a sports team, you should enter team name, league, coach, year, and team colors.  The colors work the same here as described earlier.  This Group Data allows you to only enter the data once for all individuals in the group.  Once all data is entered click the Apply Data button to add the data to all images in the group.  If you are ready to key packages for these images, click the Packages and Add-Ons button to the right of the Group Data and the window will switch.  
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Click on the first image in your group and begin package keying.  When you have keyed all packages, click Group Data to the right of the package window to create your next group.  Within the Group Data window click the New button to create a new group.  The top section of the window should clear allowing for a new group to be created.  Follow the steps above for each group created.  The Group Data will contain a drop-down box for navigating from one group to another once they are created.  It will put the team or teacher name in the box to allow for quick finding of each group.  
At any time you can switch back and forth between the Groups Tab and the All-Images Tab depending on which view you prefer.  One option is to group all images together in the Groups Tab and then switch to the All-Images Tab to key the packages.  While the Groups Tab is perfect for sports teams and school classes it can also work well for family sittings.  This grouping method along with the Group report located under the View Reports Tab creates an easy and convenient way of tracking what each team, class, or sitting ordered.  To access this report click the View Reports button at the top and select the Group report.  It contains a detailed breakdown and summary for only the selected group. 
V. View Reports
In addition to the Group Report you can also view a Summary report for the entire order or a Detailed report of the entire order.  You can also select All Groups Report to see the report divided by your groups created through the Groups Tab.
VI. Extras and Finishing
You can right-click on any image or selected images to see the many options available in Lab Link for building your job.  Several options are located here for speeding up your experience keying an order.  You can change data on multiple images, add or delete packages on multiple images, duplicate an image, or delete an image with the right click options.
Type special instructions for an image by clicking the Image Notes button located to the right of the packages window.  This is a good way of relaying special instructions to the lab that pertain to an individual image instead of an entire job.

If you are finished keying your order or just want to take a break, click the Close button at the top of the screen.  The order is automatically saved and you can return to it at any time from Lab Link’s main screen.

